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PROCEDURES TO OPEN GRANT AWARD 

The following grant award documents must be submitted to the Governor’s Grants Program before the grant 
award is considered open: 
 
Grant Assurances 
The original Grant Assurances must be received no later than July 29, 2005.  The signature of the 
authorized certifying official is required.  Please make special note of the Grant Project Number assigned to 
the grant project and any special conditions that may have been added. 
 
Budget Summary Form & Narrative 
If the grant award is different from the original request, a new Budget Summary Form (BSF) for the grant 
award amount must be completed, signed and returned along with a revised Budget Narrative no later 
than July 29, 2005. 
 
Revised Grant Project Objectives 
If the grant award is different from the original request and if the subgrantee deems it is necessary, the grant 
project objectives also may be revised in accordance with the level of funding received. 

 

 
GRANT REPORTING FORMS 

When completing the reporting forms and when contacting the Governor’s Grants Program, subgrantees will 
need to use a grant project number.  The number assigned to the grant project during fiscal year 2006 has 
been provided in the Grant Assurances.  All reports must be received by the Governor’s Grants program on 
or before the required dates.  Reports may be mailed, faxed, or e-mailed as an attachment to 
lori.jensen@gov.state.ks.us.  Subgrantees electing to e-mail reports must first set up electronic 
signatures and send the Governor’s Grants Program written verification that a policy is in place 
regarding electronic signatures. 
 
Financial Status Report (attached form) 
This report must be received within 15 days after the close of each month or the first business day by 5:00 
p.m.  Any reports received after the following dates are considered non-compliant: 
 

August 15, 2005  September 15, 2005   October 15, 2005   November 15, 2005 
December 15, 2005  January 15, 2006   February 15, 2006   March 15, 2006  
April 15, 2006   May 15, 2006    June 15, 2006   July 15, 2006 
 

Program Income/Expenditure Report (attached form) 
This report must be received within 15 days after the close of a quarter or the first business day by 5:00 p.m. 
Any reports received after the following dates are considered non-compliant: 
 

October 15, 2005 January 15, 2006 April 15, 2006  July 15, 2006 
 
Grant Project Narrative Report (attached form) 
This report must be received within 15 days after the close of a quarter or the first business day by 5:00 p.m. 
Any reports received after the following dates are considered non-compliant: 
 

October 15, 2005 January 15, 2006 April 15, 2006  July 15, 2006 
 
Projection of Final Expenditures (attached form) 
This report must be received no later than 5:00 p.m., April 15, 2006, which projects the subgrantee’s 
expenditures for the final quarter of the grant project period. 
 
Equipment Inventory Form (attached form) 
This report is due 30 days after the purchase of equipment. 

mailto:lori.jensen@gov.state.ks.us
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GRANT REPORTING INFORMATION
o be applied to any grant  reporting requirement set forth by the Governor’s Grants 

rts 
ng a late, incorrect, or incomplete report will not receive a payment until the next 
sued for that particular grant program.  Complete and correct reports must be 
n the date that it is due.  If this date falls on a Saturday, Sunday, or State 

mitted by 5:00 p.m. the next working day following that due date.   

es 
taff change, change of address, or phone/fax number change, the Governor’s 
 notified in writing within 10 days of the change on subgrantee letterhead. 

/Expenses 
n which no expenses were incurred or no activity took place, the required reports 
ely manner.  If no expenses were incurred, report a zero for the period in question. 
 or no services were provided, report zero statistics and state why no activity took 
uestion. 

s 
obligations during the final grant project reporting period that will be paid in the 
e end of the grant project period, the subgrantee may mark the Financial Status 
INAL” report, reflecting those obligations appropriately.   Upon expenditure for 
bgrantee will submit a “FINAL” Financial Status Report reflecting it as “Period 
t month following the end of the grant project period.  The subgrantee must pay for 
ys after the end of the grant project period. 

 grant reports in order to comply with the reporting deadline.  The fax number is 
limit faxes to 10 pages.  All reports longer than 10 pages MUST BE MAILED 
: Governor’s Grants Program, Capitol, 300 SW 10th Ave, Suite 212 S, Topeka, 
 exceeding the 10-page limit may be discarded and reports may be considered 
nnot fax one report that exceeds the 10 page limit in two separate faxes.  Faxed 
 required signatures and be received by 5:00 p.m. on or before the date it is due.  
ider a faxed copy of a report to be timely if it is incomplete, lacking one or more 
  Checks will not be issued for those not complying with this policy of faxing 
 chooses to fax a report, please do not follow it with a mailed copy.   The only 

t be mailed with original signatures is the Grant Assurances document. 

t in writing an extension to submit a report late.  Only under extreme circumstances 
d, i.e. medical emergencies, etc.  If a letter is received on or before the due date of 
y still be issued.   The payment will be issued upon submission of the report.  A 

vernor’s Grants Program will contact the subgrantee by phone or in writing to 
he extended report and grant payment. 



 
Payment Process 
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GRANT PAYMENTS
posit with the State of Kansas, if not already set up, by submitting 
s well as a copy of a voided check, if possible, to the Governor’s 
 receive direct deposits within two weeks after the due date of the 
ed by this office that are complete and correct on or before the date 

ent, as long as funds are available and as long as the subgrantee is in 
y subgrantee submitting a late, incorrect, or incomplete report will not 
ch of payments are issued.  Complete and correct reports must be 
hat it is due.  If this date falls on a Saturday, Sunday, or State 
00 p.m. the next working day following that due date. 

ly reimbursement basis, contingent upon compliance with reporting 
ount will be determined by the period expenditures as reported on the 

for grant funds, a need for those funds can be requested for extreme 
ces that are approved must be liquidated by the subgrantee within 15 
 make this request, a letter must be faxed to the Governor’s Grants 
 time the following criteria will be considered by staff: 

cy of all grant reports (Financial Status Reports and any Grant Project 
ports). 

g requested. 

 item which advance funds are being requested.  

ee to receive funds immediately. 

amount and why the reserve cannot be used temporarily. 

ee is making to build up a sufficient reserve. 

 address numbers 2 through 6 in the written request.  The subgrantee 
vernor’s Grants Program decision. 

 pay for grant-funded goods and services in a timely manner.  Grant 
s, finance charges, interest, or any other costs associated with late or 
e subgrantee for late or overdue bills will be the sole responsibility of 
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BUDGET REVISION REQUEST

 

grantee’s budget upon grant award notification exceeding 10%, as described 
ed by the Governor’s Grants Program.  The procedure for receiving a budget 

een approved line items in the subgrantee’s grant project budget upon grant 
 one time without prior approval up to 10% of the total line item cost that the 

ed the change does not affect the scope of the grant project.  However, a revised 
d Budget Narrative must be submitted to the Governor’s Grants Program 10 
ate of the change.  This rule does not apply to line items in the Equipment 

e subgrantee’s approved grant project budget that exceeds the 10% rule or a 
nt budget category must first be approved by the Governor’s Grants Program. 
ram defines equipment as assets with a useful life of one year or more and a 
re.    

itted to request a revision: 

ritten request must include an explanation of the need for the revision and the 
s that will be reappropriated.  Budget revisions may only be requested within 
 approved; funds cannot be moved into a new line item during the grant project 
xtreme circumstances.  Please remember these grant project funds cannot be 
ileage expenses in excess of $.37 per mile.  If the subgrantee chooses to 
 excess of this amount, the subgrantee should be aware that no grant funds 

Governor’s Grants Program can be used to make up the difference.   Grant 
 be used to attend conferences/meetings/etc. that occur outside the United 

orm- Attach to the budget revision request a revised Budget Summary Form 
quested budget.  This form must be filled out completely and signed by the 
quest to be considered. 

ttach to the budget revision request a revised Budget Narrative reflecting the 
t.   

ram will respond in writing to the subgrantee’s request within 30 days.   A 
n may be approved as requested, it may be partially approved, or it may be 

er of budget revisions a subgrantee can request.  However, frequent or repeated 
n regard to the subgrantee’s budgeting practices.  No budget revisions may be 
30 days of the grant project period. 

et revision is effective as of the date of the approval letter. If the subgrantee 
 to be retroactive, or effective on a prior date, then the subgrantee must make 
l revision request.  However, as noted in the first paragraph of this section, it is 
 Grants Program to require prior approval.  Repeated requests for retroactive 
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EQUIPMENT AND CONTRACTS
th grant funds must have been included in the subgrantee’s approved budget 
overnor’s Grants Program defines equipment as assets with a useful life of one 
 cost of $500 or more. The subgrantee shall follow its agency written policies 
o purchasing approval, needs assessment, bidding, etc. when purchasing 
ent purchase, the subgrantee must provide the Governor’s Grants Program with 
ithin 30 days of the purchase date.  
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nt 
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orm is attached that includes all of the information listed above.  It is the 
 maintain inventory records that can be reviewed at any time by the Governor’s 

ition, the subgrantee is responsible for providing justification as to the need and 
mount of time the equipment is used for the grant project must be equal to or 
the purchase cost that was covered by grant funds.  In some instances, this may 
tracking system to be in place. 

ual Services 
 its agency’s written procurement procedures, provided that the procurement 
eral and state law. All procurement transactions, whether negotiated or 
onducted in a manner that provides maximum open and free competition. 
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GRANT PROJECT COMPLIANCE REVIEW
e subject to an on-site or desk review by the Governor’s Grants Program staff.  These 
place during the year or year(s) in which the program is funded.  Subgrantees will be 
ree weeks prior to the review.  In the interim, a Grant Project Compliance Review Report 
ed or e-mailed indicating what information will be reviewed during the on-site visit or 
is to be submitted in conjunction with a desk review.  

 
t, the Governor’s Grants Program staff will interview the grant project director and any 
ct staff, as well as discuss the Grant Project Compliance Review Report.  The subgrantee 
d to answer all questions in the report.  Programmatic/statistical information will be 
mine the grant project’s progress toward meeting its objectives as outlined in the 
ved grant application.  The Governor’s Grants Program staff will randomly select three 

al documentation to be reviewed, thus determining if grant project expenditures are 
wable.  

the subgrantee will complete and return the Grant Project Compliance Review Report to 
ants Program, along with financial and programmatic/statistical documentation over a pre-

onth period.  Upon receipt of the requested information, the Governor’s Grants Program 
e material for approval and allowable costs, and for progress toward meeting objectives 

subgrantee’s grant proposal. 

eviews 
of a grant project compliance review, a written report is prepared by the Governor’s 
aff and is reviewed and signed by the Grants Program Administrator.  A signed report is 
bgrantee as either “Complete” or “Not Complete.”  A Grant Project Compliance Review 
ot Complete” will list the actions required and the date they are due.  When the 
ubmitted by the subgrantee and are approved, staff will forward a letter to the subgrantee 
 Grant Project Compliance Review Report is “Complete.”  If requirements are not 
ue date, it will result in the delay of reimbursement checks. 

 grant project compliance reviews may be conducted throughout the grant year.  Upon 
e subgrantee may be required to send in specific documentation over a designated time 
ew may include financial and/or programmatic/statistical reports, along with all the 
entation. 

ormation 
 staff will review records that have confidential information in the subgrantee’s files. No 
or volunteer of the Governor’s Grants Program shall request or access subgrantee records 
l information of a victim, informant, or employee which is protected under the law, etc. If 

he Governor’s Grants Program staff to inspect grant records that may contain confidential 
information shall be removed or covered during the inspection.  Any specific request to 
l information will be done in writing and will include the reason for review or inspection 
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AUDIT REQUIREMENT
equires an audit to be conducted on any organization receiving grant 
tatement audit must be provided over the most recently completed fiscal 
prescribed in OMB (Office of Management and Budget) Circular A-133. 

that an independent accountant may perform for an organization:  a 
  A compilation is simply the preparation of financial statements, but they 
vide no assurances.  A review requires some analytical procedures to be 
urance.  An audit includes the performance of analytical procedures, 
s positive assurance regarding the financial statements presented.  This 
ns or reviews as substitution for an audit report.   

,000 or more in federal funds during a fiscal year, a Single Audit is 
rcular A-133.  Subgrantees that do not provide sufficient information 
t application will receive special conditions attached to their grant award 
irements. 

ired to submit a copy of the completed audit report to the Governor’s 
ust assure that this office has been provided with information on who 

 was performed, what period was covered and where the audit is filed. 

re that a current financial audit, or a time line for the completion of a 
to the Governor’s Grants Program.  Further, the subgrantee will submit 
dings and/or recommendations stated in the audit or in the Letter to 
planation stating how the findings and/or recommendations were, or will 
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CLOSEOUT PROCEDURE
’s Grants Program staff evaluates all grant required work done by the 
mplete and all necessary follow-up action is taken, the grant file is closed. 

onthly, with the final Financial Status Report due by 5:00 p.m., July 15, 
eports were timely, that grant funds were expended in accordance with the 
xcess grant funds on hand were returned to the Governor’s Grants Program. 

 Report 
arterly, with the final Program Income Report due in the Governor’s Grants 
006.  Staff will ensure that the reports were timely and that the subgrantee 

ance with the instructions provided by the Governor’s Grants Program. 

ort 
arterly, with the final Grant Project Narrative Report due in the Governor’s 
July 15, 2006.  Staff will ensure that the reports were timely, that the 
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ts in accordance with the instructions provided by the Governor’s Grants 

ures 
nd mailed or faxed by 5:00 p.m., April 15, 2006. 

thin 30 days of purchasing equipment with grant funds.  Staff will ensure 
 in the equipment budget line item there is inventory information on file. 
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pliance review for each grant award made. The compliance review may be 
ues raised during the compliance review must be resolved before the grant 

ting the closeout of a grant, the subgrantee will be notified in writing 
 action. After all of the criteria have been satisfied, the grant file will be 
 be sent to the subgrantee. 
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Financial Status Report 
 

Program Income/Expenditure Report 
 

Grant Project Narrative Report 
 

Projection of Final Expenditures Report 
 

Equipment Inventory Form 
 

Revisions – Budget Summary Form 
 

Authorization for Electronic Deposits 
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